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10.12 Fees and Payment Policy
Marshfield Pre-School is a registered charity run by a small voluntary management committee.  All fees collected are used to cover costs and maintain standards. Therefore, prompt payment of invoices is greatly appreciated in order to ensure sustainability of our setting. 

Registration Form and Deposit

When you register your child at Marshfield Pre-School you will be asked to complete a registration form. In order to secure a space a deposit of £50 is required. This can be paid directly into pre-school’s bank account and will be non-refundable. This is deemed our administration charge.
Term Time Charges

Pre-School
9 months – 2 years old                                          £9.50 per hour
	2 year olds
	£8.39 per hour

	3-4 year olds
School children up to 11 years                                                    
	£6.92 per hour
£5.99 per hour


Primary School

	Early Breakfast Club 

(From 7.30am including walk to school)

Breakfast Club 

(From 8am including walk to school)
	£10.77
£7.63

	Tea Club  (Pick up from school until 6pm including tea).

	£19.92


Holiday Club Charges

9 months – 2 years old                                          £9.50 per hour
	2 year olds
	£8.39 per hour

	3-4 year olds
School children up to 11 years                                                    
	£6.92 per hour
£5.99 per hour


Meals- Term time and Holiday Club (These charges are optional as parents are welcome to provide their child’s food)
	Breakfast
	  £2.22

	Lunch
Tea
	£4.00
£4.00


Sessions Times
Early Breakfast Club
                                         7:30 – 9 am

Breakfast Club
                                         8am – 9 am

Morning Session



       9 – 12 noon

Lunch Session

                              12 – 1 pm

Afternoon Session



       1– 4 pm

Tea Club




       3:30 – 6 pm 
A child’s day can be one or a number of these sessions combined. Only complete sessions can be booked.

Nursery Education Grant

All 3 and 4-year olds who attend Marshfield Pre-School are eligible for up to 15 hours of free early education for 38 weeks of the year from the term following their 3rd birthday.  The free entitlement hours may be taken anytime between 8 am and 6 pm, Monday to Friday during term time.

If parents choose to use their funding at Marshfield Pre-School, they will need to complete an EY4P grant application form which will be distributed to all eligible families. You will also need to bring in your child’s original passport or birth certificate for a member of staff to say they have seen it and check off the date of birth.  Each term parents will need to sign to confirm the hours of funding that they are claiming at pre-school and any other setting their child attends.  If parents want their child to attend for additional hours, they will be charged according to the rates set out in this policy. Any changes to your session times will require the form to be filled out again with the amended sessions.

Extended 30 Hour Funding

If you are entitled to claim the extended 30 hour funding then you will need to provide the pre-school office staff with the 11 digit reference number that you receive from HMRC along with your child’s date of birth and your National Insurance number. You will need to apply for this funding in the term before your child becomes 9 months old.
Two Year Old Funding

If you are entitled to claim the 15 hour funding for your two year old, then you will need to provide the pre-school office staff with the 11 digit reference number that you receive from HMRC along with your child’s date of birth and your National Insurance number. You will need to apply for this funding in the term before your child becomes 2.
If parents choose to use their funding at Marshfield Pre-School, they will need to complete an EY4P grant application form which will be distributed to all eligible families. You will also need to bring in your child’s original passport or birth certificate for a member of staff to say they have seen it and check off the date of birth.  Each term parents will need to sign to confirm the hours of funding that they are claiming at pre-school and any other setting their child attends.  If parents want their child to attend for additional hours, they will be charged according to the rates set out in this policy. Any changes to your session times will require the form to be filled out again with the amended sessions.
Fee Review

We reserve the right to review our fees on a termly basis, however endeavor to, wherever possible, 
increase only annually as required.
Payments 

Invoices will be issued by email to parents/carers on the last Friday of the month with payment due in full within two weeks. Payment by bank transfer or childcare vouchers is preferred, but cash payments are also acceptable. 

Payment Details

Bank Transfers
Barclays Bank Plc 


Sort code: 20-84-61
 

Account number: 90968307

Please ensure that for any payments made this way that you use your child’s name as a reference. 
Vouchers

We are registered with numerous Childcare Voucher schemes. Please 
contact the office staff for details.

Cash Payments        
Only accepted in exceptional circumstances, bank transfer is preferred.
Additional Ad Hoc Sessions

Where possible we will do our best to accommodate extra ad hoc sessions. Extra sessions, once booked will be fully chargeable regardless of whether the place is used. Any additional sessions and meals will be included on the invoice at the end of the month. An admin fee of £3.00 will be made for any additional sessions.
Early Drop Offs and Late Collections

At Marshfield Pre-School our staffing levels are calculated according to the number of children we have in our care.  If your child arrives earlier than the start of their session or is collected past the end of their session this can disrupt our staffing levels and can have a significant financial and organisational impact on the day-to-day running of our setting.  Therefore, please do not arrive before the start of the session you have booked as we will not be able to accept your child.  Also, if a child is collected after the end of his/her booked session a late payment charge of £15 for the first 10 minutes and £5 for every 5 minutes thereafter will be made. These charges will be added to your regular monthly invoice.

Holiday Club

Marshfield Pre-School offers a holiday club for children between the ages of 2 and 11 years old.  Holiday club bookings are in addition to term time bookings.

These holiday clubs run during October half term, Christmas, February half term, Easter, May half term and the school summer holidays.

Places for the holiday club are allocated on a ‘first come first served’ basis. You will be asked to complete a Holiday Club request form to secure your child’s place. Once we have received this request form, we will email confirmation to you.  The booking is only confirmed once you have received our email.  This procedure applies to all children, sessional and otherwise.
Once you have submitted your request form, you are committed to those dates, any cancellations will be included in your invoice.   Please feel free to call us if you require any additional sessions during the holiday and we will be happy to book your child in if spaces are available.

Term Time Bookings

Any bookings for term time will be taken for the whole of the academic year. Any changes to these bookings will require a minimum of four weeks’ notice and any holidays or sickness during term time will be fully chargeable. (Breakfast and tea club changes will only take place at the start of each half term provided four weeks notice has still been given)
If the pre-school is unable to open due to unforeseen circumstances i.e. severe weather, no refunds will be given.

Late Payment and Outstanding Fees 

If parents/carers have any difficulty at all in paying fees, it is essential that they tell us straight away. We are always happy to discuss the possibility of alternative arrangements with parents in genuine financial difficulties.

If payment has not been made within 2 weeks of the invoice issue date (unless prior arrangements have been made):

i. After 7 days parents will receive an informal written reminder by email that fees are outstanding.

ii. If after a further 7 days (14 days from payment due) payment has not been made parents will receive a formal written reminder by post that fees are outstanding and will be invited into the pre-school to discuss payment options. 
iii. Marshfield Pre-School reserves the right to exclude a child if fees remain unpaid after this.
iv. In cases where an invoice remains unpaid and alternative payment arrangements have not been made, the Management Committee will pursue the outstanding fees by applying to the Small Claims 
v. Court with all costs incurred by Marshfield Pre-School added to the outstanding amount owing.
Confidential Information

All confidential information will be kept in accordance with the General Data Protection Regulations 2018.
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